CHAPTER 430
PERFORMANCE MANAGEMENT

1. PURPOSE. Peaformance management programs within the Department of the Navy (DON) are
used to involve employees, asindividuds and as members of agroup, in improving organizationa
effectiveness. In achieving this objective, performance management programs should integrate
management processes that:

a Communicate and clarify misson and organizationa goa's, and objectives.

b. Identify employee, team, and manageria accountability for the accomplishment of goasand
objectives.

c. Involve employeesin improving organizationd effectiveness and in assessing employee, team,
and organizationd effectiveness and performance.

d. Use appropriate measures of performance to recognize and reward employees and use the
results of performance appraisa as abasis for appropriate personnd actions.

e. Involve employees and their representatives in program development and implementation.

f. Encourage employees to take responsibility to continuoudy improve, support team endeavors,
develop professondly, and perform at ther full potentid.

2. ASSISTANCE. For additiona assistance relative to this chapter, contact the HRO Norfolk,
Performance Ass stance Divison.

3. COVERAGE. Peaformance management programs cover gppropriated fund employees of the
DON (including senior-level and scientific and professonad employees paid under Section 5376 of Title
5, United States Code (USC)). Examples of those excluded from coverage are:

Senior Executive Service employees.

Mariners attached to the Military Sedlift Command.

Nonappropriated fund employees.

Employees outsde the United States paid in accordance with loca national prevailing wage rates for
the areain which employed.

Employees occupying excepted service positions not expected to exceed the minimum performance
period established in a consecutive 12-month period.

Individuals who are serving in positions under atemporary gppointment for less than one year.
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4. RESPONSIBILITIES. Maximum flexibility in performance management programsis provided to
permit the design of program structure and content which meet organizationa needs. All performance
management programs will result in afind two-level summary rating which appraises an employee's
performance a ether the"ACCEPTABLE" or "UNACCEPTABLE" levd.

a. Activity heads are expected to:
(1) Egablish activity organizationa goas and objectives.
(2) Edablish the annud, beginning and ending dates of the gppraisa period.

(3) Ensure coverage of employees under an implementing ingtruction consstent with these
policies and procedures.

(4) Provide gppropriate training to those involved in the program.

(5) Determine the review and/or gpprova requirements for close-outs, progress reviews, and
ratings of record.

b. Managers, Supervisors, and Team Leaders (where gpplicable) are obligated to:

(1) Develop awritten, or otherwise recorded, performance plan for each covered employee
based on work assgnments and responsibilities covering the officid appraisd period. Performance
plans must include dl critical eement(s) and related performance sandards. Each performance plan
must have at least one critica dement that addresses individua performance. At the time performance
standards are s&t, supervisors should certify on the performance gppraisa the currency and accuracy of
the employee’ s pogition description.

(2) Encourage employee participation and ensure that covered employees are involved in the
development of performance plans. Find responghility for ensuring establishment of such plansrests
with thefirg level supervisor.

(3) Provide employees with a copy of their performance plans within 30 days of the beginning
of each gppraisa period.

(4) Conduct one or more documented progress reviews during the appraisa period. Progress
reviews should be informative and developmentd in nature and include discussions between firgt and
second level supervisors and team leaders, where gpplicable.

(5) Prepare arating of record for each covered employee. Thisincludes arating for each
eement(s) and the assgnment of a summary leve.
(6) Provide a copy of the rating of record to each employee.
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(7) Provide assstance to employees in improving their performance a any time during the
gopraisa cycle that performance is determined to be "UNACCEPTABLE" in one or more critica
elements.

(8) Recommend awards based on performance as appropriate.

c. Covered employees are expected to:
(1) Participate in the development of their performance plan.
(2) Participate in a progress review(s)

(3) Provide input on their performance accomplishments at the end of the appraisal cycle and
participate in the find gppraisd discusson.

d. Human Resour ces Office (HRO) Norfolk is responsible for:

(1) Advisng managers, supervisors, team leaders, and covered employees on program
requirements and related performance management issues.

(2) Maintaining an Employee Performance File (EPF), making them available for pay, award,
reduction-in-force, and other performance actions. Upon an employee' s separation, HRO Norfolk will
transfer the EPF to the Human Resources Service Center-East (HRSC-EAST) for incdluson in the
dispogtion of the Officid Personnd File.

(3) Forwarding summary ratings of record to the HRSC-EAST for data input to the Defense
Civilian Personnel Data System (DCPDS).

e. Human Resource Service Center-East (HRSC-EAST) isresponsible for:
(1) Inputting employee performance rating data into the DCPDS.
(2) Processing awards and Quality Step Increases accurately and timely.
5. DEFINITIONS
a. “ACCEPTABLE” Performance. Performance of an employee which meets the established
performance requirement(s) or sandards, a aleve above "UNACCEPTABLE," indl criticd

element(s) of an employee's position.

b. Activity. A fidd ingalation, headquarters command, or office.
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c. Additional Element. A dimension or aspect of individud, team, or organizationa performance
that isnot acritica or non-critical dement. Such dements are not used in assigning a summary leve but
are useful for purposes such as communicating performance expectations and serving as the basis for
granting awards. Such eements may include, but are not limited to, objectives, gods, program plans,
work plans, and other means of expressing performance.

d. Appraisal. The process under which performanceis reviewed and evaluated againgt the
described performance standard(s).

e. Appraisal Period. The established period of time for which performance will be reviewed and a
rating of record prepared.

f. Award. Recognition for individud or team achievement that contributes to meeting organizationd
gods or improving the efficiency, effectiveness, and economy of the government or which is otherwisein
the public interest.

0. Close-out Rating. An appraisa conducted when an employee or first level supervisor leavesa
position after the employee has been under established performance standards for 90 days or more but
before the end of the appraisal cycle. Close-out ratings will be documented and used in deriving the
rating of record and in some cases, may become the rating of record.

h. Critical Element. A work assgnment or responsbility of such importance that
“UNACCEPTABLE" performance on the dement would result in a determination that an employee's
overdl performanceis“UNACCEPTABLE".

i. Interim Appraisal. Any progress review or training gppraisal conducted throughout the annua
performance gppraisal period.

J. Non-critical Element. Non-critical elements are not used in DON.
k. Performance. Accomplishment of work assgnments or responsibilities.

|. Performance Plan. All of the e ements that describe the expected performance of an individud
employee. A plan must include dl critical elements and their related performance sandards.

m. Performance Rating. The result of a comparison between actua performance and the
performance standard(s) for each critical eement on which there has been an opportunity to perform for
the minimum period. A performance rating will include the assgnment of asummary leve.

n. Performance Standard. The management-approved expression of the performance
threshold(s), requirement(s), or expectation(s) that must be met to be gppraised at aparticular leve of
performance. A performance standard may include, but is not limited to, quaity, quantity, timeliness,
and manner of performance.
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0. Progress Review. Communicating with the employee about performance compared to the
performance standards of critica eements.

p. Rating of Record. The performance rating prepared at the end of an appraisa period for
performance over the entire period including the assgnment of a summary level as specified in
paragraph 6.b.(5). Therating of record is the officid rating for pay, performance awvard, and retention
purposes.

g. Summary Rating. Thefina result of the performance evauation process. The summary reting
is used to provide consistency in describing ratings of record. The two summary rating levels are:
"ACCEPTABLE" (Leve 3) and "UNACCEPTABLE" (Leve 1).

r. Training Appraisal. An gppraisal conducted as part of aforma training program, lasting more
than 90 days, and conducted under Civilian Personnd Ingtruction (CPI) 410. Training appraisas are
interim appraisals and are not used as the annud rating of record.

s. “UNACCEPTABLE” Performance. Performance of an employee which failsto meet
established performance standards in one or more critical eements.

6. PERFORMANCE APPRAISAL REQUIREMENTS. In accordance with the DOD
Performance Appraisal System, no employee may be concurrently covered by more than one
performance gppraisal program.

a. Appraisal Period

(1) Anannua appraisa period isrequired for rating of record purposes. Activities are
responsble for designating the beginning and ending dates of the gppraisd period.

(2) Toreceive arating of record, an employee must have served for a minimum appraisal period
of 90 days under an gpproved performance plan in the same position and under the samefirst leve
supervisor. If necessary, the employees rating period will be extended beyond the activity's fixed
ending date to insure the minimum 90-day period.

b. Performance Plans

(1) Each employee must have an approved written, or otherwise recorded, performance plan
based on work assgnments and responsibilities. The planswill cover the officia appraisa period.

(2) Performance plans should be provided to employees within 30 days after the beginning of
each gppraisa period, permanent assgnment to anew position, and of each detail or temporary
promotion expected to last 120 days or longer. Performance plansinclude dl critica ement(s) and
related performance standards.
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(3) Each performance plan must have at least one critica eement which addresses individud
performance. In addition, the performance plan includes the critical element(s) required for specific
types of positions, such as safety, security, etc. Appendix A lists the additiona performance evauation
requirements.

(4) At the time performance standards are set, supervisors should certify on the performance
gppraisa the currency and accuracy of the employee's position description.

(5) Two summary rating levels must be used for thefind performance rating, with one leve
being "ACCEPTABLE" and the other level being "UNACCEPTABLE". At aminimum, performance
gandards are established at the "ACCEPTABLE" level. Commands and activities may edtablish a
vaiety of rating sysems to meet their individua needs, such as pass/fail dements and standards, multi-
level performance standards, generic e ements and standards, 360-degree automated ratings,
competency based e ements and standards, work plans, etc. The following examples trandate dement
ratings into summary ratingsusing 2, 3, or 5 levels. Element ratings can have multi-levels but must
trandate into a summary rating of “ACCEPTABLE” or “UNACCEPTABLE.”

SLEVEL RATING SYSTEM

Outstanding

Exceeds Fully Successful ACCEPTABLE
Fully Successful

Minimadly Successful UNACCEPTABLE
Unacceptable

3LEVEL RATING SYSTEM

Above Fully Successful

Fully U ACCEPTABLE

Bdow Fully Successful UNACCEPTABLE
PASS/FAIL

Pass ACCEPTABLE

Fal UNACCEPTABLE
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c. Monitoring Performance

(2) Interim Appraisals. Interim gppraisas should be conducted throughout the annua
performance appraisal period and should be considered in determining the annud rating of record.
They indude:

(a) Progress Reviews. A review of an employee's performance is expected at least once
midway through the gppraisal period. At aminimum, employees should be informed of their level of
performance by comparison with the performance dement(s) and standards established. To the
maximum extent possible, progress reviews will be informative and developmenta in nature and will
focus on future performance. Progress reviews do not require the assgnment of a summary levd,
however, the first-level supervisor and employee must Sign and date the performance appraisa to
indicate that the review was conducted.

(b) Training Appraisals. Training appraisals conducted under CPI 410 covering periods
of at least 90 days should be considered in the annua performance rating process. Training appraisals
do not serve as close-out ratings or as ratings of record.

(2) Close-out Ratings. Close-out ratings must be conducted when:

(& An employee completes a detail or temporary promotion of 120 days or longer under
edtablished performance standards. This requirement aso applies to employees on "loan” from another
activity/agency for 120 days or longer.

(b) An employee changes positions, is promoted, or moves to a new agency/activity, after
being under established performance standards a minimum of 90 days.

(c) Thefirdt level supervisor leaves the postion after the employee is under established
performance stlandards for a minimum of 90 days. In this Situation, the employee may continue under
the same performance plan unless changed by the new supervisor.

(d) Close-out ratings may become the rating of record if the following criteria are met:

1. Thereisinsufficient time (90 days) to establish a new performance plan and rate the
covered employee in their assigned position before the end of the gppraisa period.

2. Thefird level supervisor takes into consideration any other close-out ratings
conducted during the appraisal period.

(€) In cases where the close-out rating is being used as afind rating of record, aremark
should be included in the comments section of the annud appraisal form, such as
“Due to the short time that | have supervised Ms. Brown, her rating of record is based on the close-out
rating for the period of 1 Oct 1993 through 15 May 1994.”

430-7
5 Jan 2000



(3) Ratings of Record

(& Normally within 30 days after the end of the appraisa period, awritten, or otherwise
recorded, rating of record will be given to each employee, unless the employee has not completed the
90-day minimum period of performance.

(b) When arating of record cannot be prepared at the time specified, the appraisal period
will be extended to insure the minimum 90-day period. A rating of record should be prepared as soon
as practicable once the necessary conditions have been met.

(¢) Therating of record or performance rating for a disabled veteran will not be lowered
because the veteran has been absent from work to seek medica treatment.

(4) Summary Level Rating. A summary leve rating must be assigned when a performance
rating is prepared as part of arating of record.

(8) Ratings are based on a comparison of performance againgt written standards. Each
critical lement israted at the level described in the performance plan.

(b) Element ratings are then converted to one of two summary rating levels.
"UNACCEPTABLE" asthelowest and"ACCEPTABLE" asthe highest.

(©) An"UNACCEPTABLE" summary rating leve isassgned if, and only if, performance
on one or more critical ementsis appraised as"UNACCEPTABLE".

(5) Recording the results

(& The performance rating shal be signed and dated by the employee and immediate
supervisor. The employee's sgnature does not necessarily condtitute agreement with the rating. it merely
sgnifies the employee has recaived it.

(b) Employees should be provided a copy of their rating of record within 30 days of the end
of the annud appraisal cycle.

(c) Origind gppraisa formswill be submitted to HRO Norfolk within established
timeframes.
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7. "UNACCEPTABLE" PERFORMANCE

a At any timeduring the appraisal period that performance is determined to be
"UNACCEPTABLE" in one or more critical ements, employees are to be formally notified in writing.
The notice of UNACCEPTABLE performance must include:

(2) The critica dement(s) determined to be UNACCEPTABLE.

(2) The performance requirement(s) and "ACCEPTABLE" standard that must be attained to
demonstrate “ACCEPTABLE’ performance.

(3) A reasonable opportunity to demonstrate “ ACCEPTABLE” performance.

(4) Assgtance in improving performance which may include, but is not limited to, formd training,
on-the-job training, counsdling, closer supervision or other gppropriate measures.

(5) Notice that unless performance in the criticad dement(s) improves to and is sustained & the
“ACCEPTABLE”" leve, the employee will be reassigned, reduced in grade or removed.

b. A rating of record of "UNACCEPTABLE" may not be assgned until the above requirement has
been met. If, at the conclusion of the "opportunity” period, the employee's performance continues to be
"UNACCEPTABLE," the activity mugt initiate reassgnment, reduction in grade, or remova action.

c. A rating of record of "UNACCEPTABLE" shal be reviewed and approved by a higher leve
management officid.

8. GRIEVANCESAND APPEALS. Covered employees may raise issues relaing to the
performance appraisal process through either the adminigtrative grievance procedure (See Chapter 771
of this manual) or, where gpplicable, a negotiated grievance procedure. Appedable issues may be
submitted to the Merit Systems Protection Board (MSPB). Guidance on grievable/apped able matters
isasfollows

a Contents of the individua performance plan are neither grievable nor appedable.

b. Failureto inform employees of critica dements and standards within the required time frame is
grievable.

c. Ratingson individud dements and summary level ratings are grievable.

d. Performance-based demotions and removas may be grieved through the appropriate negotiated
grievance procedure or appeded to the MSPB, but not both.
e. Awards are not grievable under administrative grievance procedures.
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9. PERFORMANCE RECOGNITION.

a Awards. Awards may be used as tools to acknowledge and motivate employees by recognizing
and rewarding significant individua, team, or organizationa achievements or contributions. Examples of
awardsinclude, but are not limited to, Specid Act, time-off, honorary and informa recognition avards.
(See Chapter 451 of this manua for awards procedures.)

b. Qudity Step Increases. The purpose of a Quality Step Increase (QSl) is to provide appropriate
incentives and recognition for excdlence in performance by granting faster than norma step increases,
therefore, careful consideration should be given before granting a QSl. Federal Wage System (WG,
WL, WN, WD, WS) employees are not digible to receiveaQSl. An employeeisdigiblefor only one
QS within any 52 week period. To be digible for aQSl, Generd Schedule employees must have met
the following criteria

(1) Received arating of record of "ACCEPTABLE".

(2) Demongrated sustained performance of high quality sgnificantly above that expected at the
"ACCEPTABLE" levd (i.e., exceeded the "ACCEPTABLE" criteria, depicting unusudly good or
excellent qudity or high quantity of work provided ahead of schedule and with less than normal

supervison).
(3) Made a 9gnificant contribution to the organization's misson.
(4) There must be an expectation that the high qudity performance will continue in the future.
10. RELATIONSHIP TO OTHER PERSONNEL ACTIONS
a Within-Grade Increase

(1) Federd Wage System (FWS) employees receive within-grade increases, when digible by
time, if their performanceis satifactory. Satisfactory performance equatesto an"ACCEPTABLE"
rating of record.

(2) Covered Generd Schedule (GS) employees receive within-grade increases, when digible
by time, if their performance is a an acceptable level of competence. Acceptable level of competence
equates to an “ACCEPTABLE” rating of record.

(3) For both FWS and covered GS employees, when awithin-grade increase decison is not
consigtent with the employee's most recent rating of record, a more current rating of record must be
prepared. The rating of record used as the basis for an acceptable level of competence determination
for awithin-grade increase must have been assigned no earlier than the most

430-10
5 Jan 2000



recently completed appraisal period. The notice of negeative within-grade increase determination must
daethe"ACCEPTABLE" sandard for any eement evaluated at the "UNACCEPTABLE" leve.

b. Promotion

(1) Career-Ladder Promotions. Performance appraisals are used as abasis for determining
digibility for career-ladder promotions. To be promoted, an employee is expected to be performing at
the"ACCEPTABLE" leved on dl critical ements. However, the fact that an employeeisrated
"ACCEPTABLE" a thetime he/sheis digible for a career-ladder promotion, does not mean that the
promotion is autométic.

(2) Merit Promotion Actions. Therating of record should be used in merit promotion
evauations and by sdecting officids to the extent it is rlevant to the position to befilled.

c. Probationary Period

(1) Initid Probationary Period. Evauation of the employeeg's performance, aswell as other
consderations, should serve as abasis for the decison to retain or remove the employee from Federa
Service during the probationary period.

(2) Supervisory and Managerid Probation. Evaluation of the employee's performance of
supervisory or manageria eements of the position serves as abasis for the decision to retain or remove
the employee from the supervisory or manageria position.

d. Removal, Demotion, and Reassignment
(1) An employee whose performanceis "UNACCEPTABLE’ must be removed, reassgned,
or reduced in grade, but only after the employee has had an opportunity to demongrate
“ACCEPTABLE’ performance.

(2) If, a the conclusion of the "opportunity” period, the employee's performance continues to
be "UNACCEPTABLE," the activity mugt initiate reassgnment, reduction in grade, or remova.

e. Reduction-in-Force (RIF)
(1) Therating of record for RIF purposesisthe annua rating conducted at the time specified
by the activity and specid ratings conducted to support within-grade increase determinations. No rating
may be assigned for the purpose of affecting an employee's RIF retention standing.

(2) The three most recent ratings of record received in the last four years are factorsin
determining retention standing for RIF purposes.
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f. Training and Devel opment

(1) Identification of training requirements to improve performance is asignificant ement in the
gppraisa process. The performance appraisal process should clearly identify areas where training and
development may be gppropriate. Whenever it is determined that an employee's performance is
"UNACCEPTABLE," the supervisor is responsible for asssting the employee in bringing his or her
performance to the"ACCEPTABLE" levd. Thismay be accomplished through counsdling, closer
supervision, ontthe-job training, and/or formalized training, as appropriate.

(2) Performance plans related to training may include achievement of specific training
objectives that may be determined to be critica or additiond. Performance appraisals conducted as
part of the employeesindividua training plan or other specidized training plan should be consdered in
the annua performance rating process. Such gppraisals are interim gppraisals and do not serve asthe
rating of record.
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